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L 1 . Requesting Agency

DSPAETEKT OF JgOTAL HTOIEKE

2. Division or Bureau of Requesting Agency

EASTHKIT 3H0RS S T A T E T H Q S P I T A L

3. Authorization Requested (Check only one of the squares below).

I Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

'" ' ' C
Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item

' No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

1. ACCOWmiJQ RECORDS

Quantttji 21 let-tor s i s* drapers (31 cubic feet) plus 17 drsaero
and 140 cubic feet in etora^e. (Total 156 euhio f«ot).

Datost 19ID - -
Pil« Arrajigenontt chronological r -^ . '
jtanual Accuaulationt 5 cubic feet '">.-.• '
Dio;:>o3able Aaour&s 170 cubic foot (estimate)
A ĵditod byi State • , *•.•••< r - . • ^ ^ . - • ' - v •" •' '";1

This itaa lnclades a l l standard accounting trxjorcla vsaoi by State ag-

S-l-S v Bistrib'atton
S-l k s « | ' - _ fcanaatttal
CD-I Cartificato of Deposit end Bank Cepooit Slip
M [torvL*rly HH-2) WonUJy Report of, Steto Funds Colloetcd\
•';'"• ajad D o p o a l t a d ."' - - ' V . ' ' ":" ' . ' " • ' ' ' • ' • ^ • • ' J . )

• 'iV. Diatribution of Unesqjendad and Gfbligatdd Balance ?<'$%*
tonthly 3tataoo«fc f f BaUnoos i'&s-.

r . ':3 L&r*-':' •'$• "'

Purchasing ltarem (Dept. of ftxiset fc Procoreoent)

Beqolaitlan jCor 3oj7p21« •'$%

Forehaao Qrd«r ?&• W :h- •^ ̂ #^?k: ^ - -V"-V-"

»7.CAgency, Division or Bureau Representative. - ' - ' i ^ JL^ / . ^ . . ' i , ... - ' ^ ^ .»',

' i t? ' • ' ". v Signature --. • - T i t l e . '. . r ' ' ; . ' v-' /••:.= • D a t e i 4 . ,-

(
Schedule Authorized os Indicated in Col. 6 by Hall .of
Records Commission. ••.: •%.

Date Archivist v;-""*)/.;-5". V*v<

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

Date-:*. Secretary
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

100-16 Oat of Schedule EoqulaiUon for SuptxUca
^9A & 40A Stores Requisition
tJR3

100/24

^F3

26 A
S3
51

Copy of Contract Awarded
, Capital Fund EoquialtiQa foot* Equipment

Actual Eaorgoncy end E^polrs Eeport
Copy of Contract Awarded
Copy of Contract Awarded
DellTery Invoice
Botic© of Award of Contract
Credit te&aorax&m
Baport of Partifil 0eliveiy

Badget Bureau (Daparfc-tent of Budget & Procxspoaeot)

BB-1 {Bov«) Jbrseriy BBl owl BB2

BP Xnv«
BP Inv*
BP Inv.
BB-40
Budget i

1 thru

PP 1 A

BP *iiv.
BP Inv*
BP Inv .

DL3I 101
D5JH P 7

DMH P 8

-

Budget Schedule Asranduent Sheet
dl&L Bepart of Fixed Aoeots {snnoal}
BUDS Hoport of Materials exsSL Supplies (aRnual)
6 Hateriala and Supplies Physical Inveatoiy (armuRl)

Request for Position Action

11 ftidget Eetiaatea Fiscal Tear (13 page3 including faia
stetesasnt)

Poser Plant Ut i l i ty Eopcart {c»nthly)

Faro Report {coath3y)
Food Report {ssmtStiy)

1 Stores Record
2 Equipment Record
3 Motor Vehicle Record

Mesasraisiua of MJustiaant

Othors

Vendor's Invoices
Bonk Deposit Slips
Bank St&tsasnts ^
Baric Deposit E^e ip t s
Cancelled Checks __
County Patient Maintenance Billfl
Delivery Ordor and Esceipt ( Inst i tut ional Storerooa

Beceipt)
Eoployess Feeding Report
Heal Coupon Books (obsolete) , , . , . , v> .
Guest Ticket Book (obsolete) A r ' K N {

Inventory Vtoxk Sheats RQA\r,> •»K I-'r, riL
Pati®ot3 CasSi Eeceipts Q ,„ . ^ t I- ̂ 7 59p 5
Occupational Therapy Cash Esceipt
Geaeral Fund Cesh P^ceipt Q/0h^cJ&<^-^
R«ireation ftmd Beccipta ^^====^\*" •"••
Leero Eoquest ^

SCHEDULE - « „
NO. ^ . 1 6 0
PAGE
NO. Z*

6. Recommendation
of Hall of Records
and Board of Public
Works.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

2 .

PC 8 Serdng Room Report {monthly) *
Pfema Report (Institutional - itonthly)

The above records are supporting data tov the permanent books of
account*

R3C0^MH)AtI0Bt RETAIR FOR tHKSS IHAR3 OH UHTH. AUDITED, fimCHEVZR
13 LATER, AND TIBH DKSTROT.

/

3 .

Quantity: S letter alsa drawers l?& cable feet)
DatfcSi 1919 - -
File Arrangamantt alphabetical
Annaul Acfiomulatlont loss than & cubic foot
Disposable /jaountt 1̂ - cubio feot (ovtlnste)

A folder tor each employee i e maintained; eonUAns tho following
records.

SSC 1DZ . Application for EmplojiDeint
SSC 16G Fhyaicel and }*K!ical Er^rdnation
P & l%̂ >JL&7«es address

4 FbdoraL fora - otatorasnt of d»%ptions for trithholdlng
tax porpoeee

SSQ 130 TBP request (temporary oppolntieent)
Iftiiforai Ticket

D«H p-Z Uniform Rocdpt
P & Separation Check l i s t
P 3 Separation Remarks

Correspondence

aii£O&&EHDATXGI»l RETAIH PCR FIVE IB iKS AFT^R SSPAHATICH FRGEI Bffi
HOSPITAL SEOTIC3 AHD THEN DE3TP0T,

n

Siset B" 3C 8"
Quantltyl less than £ cubic foot
DatesJ 1919 - -
Hie Arrangement i alphabetical

Jard fora prepared for each erploycei shows narae, classification end
sha&ges in clasaifleationj salary and on rovoroe efficiency ratings

* •

D B C O K a E H D A T I C H j K S T A I H R 3 R U A n S N n X * \ f-* f - M » ( 4 V :--; J . ) ! i V
t ' O Al - 1 ! ' ..»!•• ^ ! ••V.l.JL" \ V « i R K S

D a t e . » ? . Y A . 7 ; 3 5 5
MASTER ATymORIZAgQH

Slt^r-IS11 X 9*
Quantity* less than & cubio foot



1*1
IAF.ORM HR-RM

(0-1-63) • .

Hall of Records
Commission

V RL; , f FOR RECORDS RETENTION »CH
(Continuation Sheet)

Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.
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PAGE
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6. Recommendation
of Hall of Records
and Board of Public
Works.

5.

6.

Dates* July 1 , 1983 - -
Fi le Arrangements alphabetical

Authorisation of the Sta te Coardsstonedp of Personnel t o enter aa-
ployeo .on thft. £syro l l t iaak» any changes In classif icat ion or pay
rate* On tho reverse i s l i s t ed a l l pay deductions,

REG0m4E?a)ATI0Jf J BSTAIB FCH TICIK YEARS AFT8S 3EPAEATI0M FSGei THS
HOSPITit SERVICE &® THE? DESfROf.

C O 5 R R S P 0 ? ® S K C B

Qoentitys 8? l e t t e r s ize ilmttfl'fl {40 cubic fee t )
Dates: 1919- -
Fi le Arrangements alphabetical
Annual Accumulations £ drapers {3 cubic feet)
Disposable Amount* IS coble feet {estimate)

Thio item inclsdea oorrespondeaace i a fche fteLLosdtsg offices, Account-
ing, Business, Adoinis t^t ive Aesistajtt, B le t l t i en , Personnel and
Purchasing, I t i e conc©med td th the functions of tho offices end
i s td th individiiale, Foderal, S ta te , Cksunty end i&wicipal o^encies,
vendora, eto*

RETAE3 FOR TiiREE TEARS AHD fHSIT DS37R0T*

ACCOXI?fgIEO R^CSIDS FOR \fBIGH D1SP03A1, Bjg FROVZDM? BY A G&ggRAk
RECORDS R S B i r a ; 0 » Sgf£DUTJS

PASRQLL JPxlor to July 1, 1933). 5ho agency copy of this payroll "
fora i s to be retained for five years or until audited, «bichovor
la lAter, end then destroyed* (Ofiwerd Schedule Ho» G-l. Itea 1-d,
sgsproved by the a>ard of Pt&lic lyrics, January 11# 1954)•

PATR0I2* ̂ fCHJ&JAL *• Iho agency copy i s to be retained for thro© y&exe
or until audited, whichever i s later, and then destroyed. (General
Schedule Mo. O&. itera 1-d, approved by the Board of Public WorkS;
January 11, 1964;, j"

PAIKOII. EXCEPH0?S, MdiUoas and - The agency copy Is
to bo retained for throe years or until ea&ited, whichever id later,
and then destroyed, IGenoraL Schedule Bo* 2 . Xtaa 3-b> approved by
tho Board of Pobllo l?ox ĉs, Jenuary 11, 1354) •

PAT WABHABIS - the agrawy copy la to be retained for thrao years er
until audited, whichever lo later, and then destroyed* (Qonersl
Schedule Kcu 3, Itea 3 , ajjpiwed by tho Boerd of Public Sfeorks,
May 10, X95&)«

IKCKIVBKJ WABRAK1^ - The agency copy Is to be rotdlnad for three
yeora or until audited, tfciehever i s later , mid then daatroyod.

i
j
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.
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6. Recommendation
of Hall of Records
and Board of Public
Works.

(General Schedule Ko* 4 , Hem 3 , approved fcgr the Board of Ptklle
tibrks* Map 10, 19&)«

SRAKSMITfJlI. FORM E-l or S^st f Corpttwllor of tha tireeauiy Rjra) - la
t o be retainod for threa years or untlX sa&ited, whichever lo l a t e r
end then destroyed? (General Schedule Ko« 5, I ton 3 , ^proved b7
the Booxd of Public i-orice, Hey 10, 355ft),

^.

. 4 i • # • • • !


